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PERSONNEL  ADMINISTRATION 

Employee  Development,  Placement,  Training  & 
Promotion 


UNIVERSITY  OF  TORONTO 
UNIVERSITY  EXTENSION 


Session  1960-61 


Lecturer:  J.  D.  Aldridge, 

Manager,  Staff  Training, 
Manuracturers  Life  Insurance  Co. 


February  21 

WORK  SIMPLIFICATION 


Lecturer:  F.  A.  Galbraith, 

Work  Simplification  & Suggestion  Plan 
Co-Ordinator, 

Ontario  Hydro, 

Management  Services  Division. 


February  28 

THE  PLANNING  OF  THE  MODERN  OFFICE 
Lecturer:  S.  R.  Robinson, 

Manager  of  Office  Planning  & Furniture 
Sales, 

Grand  & Toy  Limited. 


Courses  in 

OFFICE  AAANAGEMENT 


March  7 

ORGANIZING  FOR  THE  MANAGEMENT  OF 
RECORDS 

Lecturer:  R.  N.  Beattie, 

Records  Manager, 

Ontario  Hydro. 

March  14 

A NEW  CONCEPT  IN  SALARY  ADMINISTRATION 
Lecturer:  Charles  E.  Dickman, 

Wage  & Salary  Administration  Manager, 
Massey  Ferguson  Limited. 


in  co-operafion  with  fbe 

NATIONAL  OFFICE  MANAGEMENT  ASSOCIATION, 
TORONTO  CHAPTER 


OFFICE  MANAGEMENT 


These  courses  are  offered  in  co-operation  with  the 
National  Office  Management  Association,  Toronto 
Chapter. 

The  Introductory  Course  will  appeal  to  the  General 
Supervisor  or  to  persons  who  are  attracted  to  Office 
Management  as  a career  and  may  wish  to  begin  to  pre- 
pare themselves  for  this  activity.  Also  newly  appointed 
Office  Managers  who  have  limited  formal  training  may 
find  useful  the  background  information  available  in  this 
course. 

The  Advanced  Course  is  designed  for  experienced 
Office  Managers  or  persons  who  carry  out  most  of  the 
functions  of  this  position.  The  course  consists  of  a series 
of  lecture-discussions  on  matters  of  current  interest  in 
Office  Management. 


INTRODUCTORY  COURSE  PROGRAMME 

The  content  covered  during  the  10  evenings  will  be  of 
a basic  nature  and  ample  time  will  be  allowed  for  dis- 
cussions dealing  with  the  problems  of  small  and  large 
offices. 

Among  the  topics  to  be  discussed  are  the  following: 
THE  OFFICE  MANAGER 
Requirements,  Needs  and  Attributes. 

Personnel  and  Physical  Problems. 

Office  Organization  and  Facilities. 

Philosophy  and  Responsibilities. 

Problems. 

Lecturers: 

C.  E.  Hodgson, 

Internal  Auditor, 

Hydro  Electric  Power  Commission  of  Ontario. 

E.  E.  Charters, 

Manager  of  Disbursement  & Customer  Accounting, 
Hydro  Electric  Power  Commission  of  Ontario. 

F.  F.  Dullege, 

Office  Manager, 

Dorothea  Knitting  Mills  Ltd. 

R.  H.  LiUy, 

Office  Manager, 

Williams  & Wilson  Ltd. 

G.  K.  Penny, 

Office  Manager, 

Imperial  Oil  Ltd. 

D.  E.  Bean, 

Office  Manager, 

International  Business  Machines  Co.  Ltd. 

Place:  Room  103,  School  of  Nursing 


Time:  7:30  p.m. 

Fall  Term— October  llth-December  13th 
Winter  Term— January  lOth-March  14th 

Fee:  $20.00  for  each  course 

Registration: 

By  mail  or  in  person  at  Room  207,  65  St.  George 
Street,  9 a.m.  to  5 p.m.  daily,  except  Saturdays.  Informa- 
tion may  be  obtained  by  telephoning  WA.  3-6611,  locals 
301,  304,  526,  527.  In  order  to  accommodate  students 
and  enable  them  to  enrol  during  the  evenings,  registra- 
tions will  be  taken: 

Monday,  September  12th 
Monday,  September  19lh 

from  7:30  to  9 p.m.  in  the  Wallberg  Building,  corner  of 
St.  George  and  College  Streets. 


ADVANCED  COURSE  PROGRAMME 

January  10 

ORGANIZING  FOR  THE  MANAGEMENT  OF 
RECORDS 

Lecturer:  R.  N.  Beattie, 

Records  Manager, 

Ontario  Hydro. 

January  17 

FORMS-DESIGN  & CONTROL 
Lecturer:  J.  Fitzgerald, 

Consultant, 

Woods,  Gordon  & Co. 

January  24 

MECHANIZED  ACCOUNTING 

The  effective  use  of  office  equipment  for  controlling 
costs. 

Lecturer:  G.  H.  Cowperthwaite,  C.A., 

Partner, 

Peat,  Marwick,  Mitchell  & Co. 
Management  Controls  Department. 

January  31 

MECHANIZED  ACCOUNTING 
The  effective  use  of  the  office  equipment  for  con- 
trolling costs. 

Lecturer:  G.  H.  Cowperthwaite,  C.A., 

Partner, 

Peat,  Marwick,  Mitchell  & Co. 
Management  Controls  Department. 


